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Manager View 
 

The Manager View offers secure, real-time access to view employee personnel 
information including Assignment, Position, Personal, Obligation Dates, Salary, Benefits, 
Awards and Bonus, Performance, Personnel Actions, Clearance, Training and Leave.   
 
The Manager Self-Service View is easy-to-use and brings key information together in 
one place which allows for quick access to employee personnel information, excluding 
PII.    
 
Enter your personal CHRIS password into the Password field.  When you click the 
“Accept and Logon” button you are acknowledging that you understand and will comply 
with each requirement, as written. 
 

 
 
The Navigator window opens.   
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Menu Bar 
 
The menu bar is located under the address bar and provides tools needed to navigate 
through the self-service views. 
 
 

The Home  icon will return you to the Home page 
 
 
 

The Naviator icon allows you to change responsibilties 
 

 
 
 
 

The Favorites  icon will allow you to manage your Favorites 
 Click on the “Pencil” to Manage Favorites 
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The Notifications icon allows you to view the notifications in your Worklist 
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Click on the “Go to Full Worklist” link to see your complete Worklist 

 
 
 

Click on the Logout  icon to exit the application 
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Accessing Manager View 
 
Click on (Agency) Manager View 
Click on Manager Views 
 

 
 
The “My Employee Information” page opens  
 

● The page will display both employees and approved/funded vacancies assigned to 
the Manager that has logged on. 

 
● The employees are displayed in the “My Employee Information” list by Last 

Name followed by First Name. 
 

● You can view multiple records or one at a time 
 

 
 



 
 
 

CHRIS User Guide: Manager View  Page 6 
 

 
Querying Tips 
 

      Queries are conducted in the Employees screen 
 

● Last Name – First Name – search by name is NOT case sensitive.   
 

● You can view Tips for specific parameters and values by clicking on the 
Tip button.  In the example below, you have two choices for Person Type:  
Employee or Contingent Worker.   

 
 
● In addition to search criteria displayed, you may further narrow your search 

by clicking the “Add Another” List of Values Button and adding another 
parameter.  Once you have made your selection, click the Add Button. 
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● You can query by Duty Station or City.   First, add Duty Station parameter 

then click on the Search icon.  This will take you to the Search and Select:  
Duty Station screen.   To search by City, select City in the Search By drop 
down box, then enter the City you are searching by and click the Go 
button.  See example below. 

 

 
 

● Click in the Radial  button and click “Select” or click the “Quick Select” 

 icon. 
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● The Duty Station will populate.  Click the Go button 
 

 
 
 

 
 

 
● You can select and view multiple records or one at a time. 

● If you select multiple employees and click the View Summary 
Button, you will retrieve a summary of the selected employees 
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The selected employees will be listed in the Employee Information screen 
 
 
 

 
 
If you select multiple employees and view the summary of the selected employees, once 

you have completed your query, you can click on the Back  button. 
 
 
 
 
 
 
 
 

My Employee Information - View Summary 
To view a summary of all the employees the manager supervises, click on the tab(s) 
you wish to view (Assignment, Personal, Salary, Awards and Bonuses, Performance, 
Personnel Actions).  
 
Assignment 
 



 
 
 

CHRIS User Guide: Manager View  Page 10 
 

 
 
 
 
 
 
 
 

 
 
Expand Icon 
 
As a Manager, you could also have one or more supervisors that have employees that 
report to them.  The employee names with the Expand icon next to their name, 
denotes a supervisory position  
 

 
 
Click on the Expand icon to view the employees and/or vacant positions that report 
directly to this supervisor.     
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Detailed Employee Information 
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To view detailed information related to an employee, click on the name you would 
like to select

 
 

Viewing Employee Records 
 
General Information 
The Header page displays a summary of the employee’s current information.  
This information is viewable from any of the tabs selected.   
 

 
 
Information Tabs 
The following tabs are used to access employee personnel information 
 
Assignment  
Position 
PersonalObligation Dates 
Salary  
Benefits  
Awards and Bonus  
Performance  
Personnel Actions processed in CHRIS 
Clearance  
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Training  
Leave  
 
How to Show/Hide Information 
 
The Details is defaulted to “Show” and displays additional information available in the 
employee’s record.  

 
 

 Click the Details link to close the folder (viewable data).  
 

 
 

Click the Details link to open the folder and view the additional information 
available in the employee’s record.   
 
 
 
View Hierarchy 
 
While in “My Employee Information”, click on the View Hierarchy link  
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The hierarchy will be displayed to the top agency organization 

 
 
 

 
 
 
View/Print SF-50’s  
 
A list of the employee’s personnel actions processed is located in the Personnel Actions 
(SF-50s) tab.  You can select a single SF-50 or multiple SF-50s to view and/or print.  
You can also either select the SF-50s individually or click on “Select All” to view/print 
all the SF-50s .   
 
Once you have made your selection, click on the “View Selected” Button.  
 
The employee’s SSN and Date of Birth will not be displayed on the SF-50 
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Enhanced Tables 
 
New Features include: 
 

● Horizontal and Vertical Scroll 
● Detach 
● Refresh 
● Show/Unhide Columns (Currently disabled in Assignment tab) 
● Column Reorder (Currently disabled in Assignment tab) 
● Column Freeze (Currently disabled in Assignment tab) 

 
 
 
Horizontal and Vertical Scroll  
 
Horizontal scroll allows table columns to be scrolled without having the 
entire page scroll.   
 
Scroll bar (1) on the far right side will allow you to see all of the details 
within a specific tab 
 
Scroll bar (2) located within the specific tab allows you to view historical 
data.   
 
Scroll bar (3) located at the bottom of the screen allows you to scroll back 
and forth 
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Detach 
 
Detach Table icon allows you to focus on the details of the specific table within each 
tab. 
 

 
 
Click the Detach Table icon again or the ‘x’ in the upper right hand corner to  close 
the window  

 
 

Refresh icon is used to re-execute the table query and fetch any new rows in this 
table 
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Show/Unhide Columns 
 
 
Click on the Table Settings icon to Show/Unhide columns 
 

 
 
Remove checkmark to “Hide” the Column   
 
To unhide the Column, reinsert the checkmark 
 
Column Reorder 
 
Click on the Column Name and drag it to the position you prefer 
 

 
 
 
Column order prior to change 

 
 
Column order after making the change 
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Column Freeze icon can only be used when the table has a horizontal scroll bar.   
 
Click the Reset Table Settings icon to revert the Columns back to the default settings 
on the My Employee Information - View Summary screen 
 
 
 
 
 
 
 
 


